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ABSTRACT
 
The primary focus ofthis thesis is to examine the utilization ofparalegals in the
 
job market. A summary and analysis ofthe paralegal role will include career
 
development,level ofacademic education,and employment outlook.
 
Interviews with key personnel in the field,such as Andrea S. Wagner author of
 
"How To Land Your First Paralegal Job," and Barbara Clements Administrative Assistant
 
for the California State Attorney General's Office will be conducted and assimilated into
 




The thesis cbncludes by hypothesizing upon the future roleofthe paralegal in the
 
delivery oflegal services. Appendices are attached which describe the resources available
 






My special thanks and sincere appreciation to Frances Coles,Doctor of
 
Criminology,California State University,faculty advisor to the writer.Dr.Coles
 
dedicated many hours ofdirection and assistance,as well as a great deal ofmoral support,
 
during the preparation ofthis thesis.
 
Asa class instructor,she has alwaysshown great concern and dedication to all her
 




















The Paralegal Field 5
 
Defining the Paralegal........ .9
 








APPENDIX A:LEGAL ASSISTANT ANDPARALEGALSCHOOLLISTING.........45
 






APPENDIXE:COMPUTERIZED LITIGATION SUPPORT .68
 










The coricept ofthe paraprofessional has been accepted for years. Other fields of
 
study,such as dentistry(dental hygienists)and medicine(paraniedics,nurses,etc.),have
 
been using paraprofessionals for years.However,the legal profession hasjust begun to
 
utilize the benefits ofparalegals.
 
Why isthe paralegal profession one ofthe fastest growing careers today? First,it
 
is a flexible profession.It can be a career in itself;a stepping stone to other careers,or an
 
educationalfoundation forlaw or business school.Second,the profession evolved
 
through necessity.Increased consumer demand for affordable legalservices,the
 
overburdened court system,and the increased use ofparalegals by attorneys has made the
 
paralegal profession a necessaryelementin the law,and atop career option in the legal
 
industry. Third,the paralegalprofession isa nontfaditionaland diverse career path.
 
People considering a new career or reentering the work force,can quickly enter thelegal
 
profession without going to law school.Further,people can easily transfer their present
 
educatiop andjob skills in to the paralegal profession,A medical nurse,for example,can
 




Simply put,the paralegal professionis thelegal industry's response to the social,
 




in peoples basic social attitudes have created higher expectations for fairness andjustice.
 
Growing public concern over worker safety,environmental pollution,and health care has
 
prorhpted increased governmental regulations and laws.Advances in technology and
 
communications have shifted oureconomy and work forcefrom aproduction to a
 
service-oriented society. These changes and others have resulted in a greater demand for
 
legal services. Accordingly,the legal industry hasresponded in different ways,one of
 




Despite the turmoil caused by the 1990economic depression,there is widespread
 
consensusthroughoutthe legal community thatthe paralegal profession will continue to
 
expand throughoutthe next decade.This consensus is supported bya 1992report
 
produced by the Bureau ofLabor Statistics.' The report projects thatthe paralegal
 
profession will become oneofthe top thirty fastest growing occupations with the largest
 
job growth occurring between the years of1990-2005.In addition,the paralegal
 
profession was rated thirteenth bestoutof250in the 1992 Jobs Rated Almanac published
 
by American Reference,Inc.. The criteria used in this particular study included,salary,
 
work environment,employmentoutlook,job security,stress,and physical demands.
 
However,the developmenttoward the formal recognition ofthe paralegal profession did
 
'Kutscher, Ronald E. "Outlook 1990-2005: Major Trends and Issues." Occupational
 
Outlook Quarterly. 6 (Spring 1992) : p. 2-5 Berman. Jay M.; andlCosca, Theresa A.) The 1990­
2005 Job Outlook in Brief, fashington D.C. : U.S. Department of Labor, 1992, p. 6-41., )
 
not happen over night. The profession evolved gradually.
 
During the past25 years,tremendous changes have oceurred in our social and
 
economic structures. Asa prospering nation,we experienced changesin the basic sOcial
 
attitude toward the poor,elderly, work,sex,the family unit,and the status ofwomen.The
 
changes in social attitude helped heighten people's expectations offairness andjustice.
 
The new social conscience prompted a demand for an increase in the number offederal
 
programs for the poor and elderly. Raised consumer eonsciousness led to a greater
 
awareness ofconsumer rights and aconsumer protection movement.Public coneem
 
about worker safety,environmental pollution,and health care led to an increase in
 
governmentregulations and complex laws.These changes and others created ademand
 




As more demands were placed on the legal system,it became apparentthatthe
 
lawyer/secretary team could no longer handle the work load.Asa result,legal secretaries
 




Thesame can be said about public service paralegals.Federally funded lawyersin
 
povertylaw programs used the first paralegals to reduce the costofhelping low-income
 
clients. Consequently,social workers employed in food stamp,public housing,medicare,
 
and social security programs began to perform paralegal-type tasks as partoftheirjobs.
 
In short,individuals who work in private law firms and federal governmentagencies have
 
been performing paralegal-type functionsfor many years.
 
One ofthe first steps toward the formal recognition ofthe paralegal profession
 
occurred in 1968 when the ABA(American Bar Association)established its Special
 
Committee on Lay Assistants for Lawyers.The committees purpose wasto first, study
 
how lawyers could effectively uSe nonlawyers,and second,to determine educational
 
requirements and standards for paralegal education.The committee's initial conclusions
 
were thatthe legal industry could profitfrom the use ofparaprofessionals.The committee
 
has since changed its name to the Standing Committee on Legal Assistants.It continues
 




In 1972:,the NationalParalegal Institute was established within the federal
 
government's Office ofLegal Services.By 1975,the institute began training paralegals
 
and other individuals in the delivery oflegal services to the poor and elderly.In addition.
 
President Richard M.Nixon signed in to law a bill that created the Legal Services
 
Corporation.The intended purpose ofthis corporation wasto oversee a nationwide legal
 
service program.The corporation used paralegals to help the poor and elderly in civil
 
matters such as landlord-tenant disputes,job discrimination cases,and divorces.
 
Another important step toward the recognition ofthe paralegal profession came
 
with the emergence and growth ofparalegal educational institutions. During the early
 
19f0s,educational institutions suchasthe Philadelphia Institute began to offeracademic
 
courses thatled to paralegal certification. Before these schools were established,on-the­
job training^d/ora proinotion from legal secretary werethe only waysto enter the field.
 
By 1972the ABA developed standardsfor accrediting formal educational programs.
 
Today there are over600educational institutions that offer paralegal programs.However,
 
only about 130ofthem are ABA approved.
 
The next major developmenttoward formal recognition ofthe profession came
 
through the formation oftwo major professional associations.In tlie early 1970s,
 
paralegalsfrom all over the United Statesjoined together to form the National Federation
 
ofParalegal Associations(NFPA),and the National Association ofLegal
 
Assistants(NALA).These organizations were formed to furtlier the developmentofthe
 




The last major development occurred around 1989 when the California State Bar
 
Association established a panelto study a proposal that would allow nonlawyers(called
 
Legal Technicians)to provide routine legal services directly to the public. Although this
 
proposal was voted down in 1991,California paralegals are continuing their effort to
 
pressure the legislature into passing a bill allowing such services.In addition,other states
 
are now considering similar proposals concerning legal technicians.Ifone ofthese states
 
is successful in passing such a proposal,it will revolutionize the legal industry. The effect
 






During the past ten years,there have been substantialchanges in the legal
 
profession,such as,the use ofalternative methods ofdispute resolution(ADR),the use of
 
advertising and marketing professionals,and the increased use ofcomputer technology.
 
These changes and others have directly affected the paralegal field.Some ofthese
 
developments will continueto move the field in a positive direction. Others,hOweyer,
 
will effectthe shape and definitionofthe profession. All Will have some bearing on the
 
role and responsibilities ofthose who work in the field.
 
In recent years.United States Gongressional Advisory Cointnittees have been
 
searching for waysto overhaulthe U.S.Civil Justice System.The committees are
 
examining waysto revise the Federal RulesofCivil Procedure,cut costs,and speed tip
 
casesthrough the courts. This development was prompted bythe growth ofthe legal
 
services industry.Between 1980 and 1989,the amountofmoney spent on legal services
 
wentfrom $26 billion to$83 billion per year. According to theU.S.Departmentof
 
Commerce Report,law firms grossed over$100 billion in 1990.
 
More lawsuits prompted a demand for more legal services.The number ofcivil
 
law suits in federal courts hasjumped 300 percent since 1960.In response to this
 
increase,the legal industry has hired more workersto handle the additional work load.
 
According to the U.S.DepartrnentofLabor,between 1980 and 1990,the numberof
 
paralegaljobs wentfrom 36,000 to over 90,000 an increase of150 percent.
 
Along with the greater demand for legal services came the demand for
 
"affordability."Individuals are demanding high-qualitylegal services at reasonable
 
prices.Legalfees have gone up from $20an hour in 1960sto $150an hour in the 1990s.
 
Some ofthe largelaw firms charge as much as$350to $400 per hour for their seryices.
 
Consequently,every law firm large and small now scrutinize all their legal bills. Because
 




From 1970 to 1996,the number oflawyers wentfrom 350,000to 750,000 with
 
1,000,000 projected by the year 2000.This oversupply oflawyers raises the question of
 
whether we need more lawyers or more paralegals? The answer is probably that we need
 
both.However,the law ofsupply and demand suggestthat paralegals,because oftheir
 
proven cost effectiveness, will have the advantage.In todaysjob market,therefore,for
 
reasons primarily related to productivity and costsavings,alaw firm is more likely to
 
hire two experienced paralegals and One associate rather than three associate attorneys.
 
This is another reason the employment outlook for paralegals is so positive.
 
Interestingly,the oversupply oflawyers prompted an increase in competition
 
within the legalindustry.The growing number ofclients who seek the lowest possible
 
legalfees put additional pressure onlaw firmsto be morecompetitive. This pressure to be
 
competitive hasforced law firms to reexamine the way they do business. Again,firms
 
have responded in different ways,buttypically their response includes the use of
 
paralegals to help reduce client bills.
 
Another response to increased competition is the use Ofadvertising and
 
marketing to attract clients. During the last ten years,the courts have relaxed the rules
 
governing advertising by lawyers.Asa result,firms are now using the services of
 
marketing and public relations professionals. This could mean potential opportunities for
 




Recently,there has been atrend toward greater specialization within the law.
 
There isjusttoo much information for £iny one person to know.Lawyers are becoming
 
experts in specific areas oflaw,such as securities,bankruptcy,immigration,and so on.
 




Until recently,lawyers primarily used computers for billing purposes.Today,
 
however,with the availability oflitigation supportsystems,legal research services,and
 
specialized computer applications law firms are now accepting the benefits of
 
computers.For the computer-literate paralegal,this trend toward increased use of
 
computers and technology could mean more choicesfor career advancement.
 




alternative methods ofdispute resolution(ADR)has emerged.The mostfrequently
 
used methods ofdispute resolution are arbitration and mediation.The mostfamiliar use
 
ofarbitrators and mediators is in the areas oflabor disputes £ind sports negotiations.The
 
use ofparalegals in ADR is increasing.One reason for this is due to the passage ofthe
 
Administrative Dispute Resolution Actof1990.This act requires all federal agencies to
 
develop ADR policies. Therefore,paralegals can now use their legalexperience to
 
advance in to careers as arbitrators and mediators.
 
Among the more controversial developments is the notion ofself-help law.In
 
1971,Ralph Warner and Charles Sherman pioneered the self-help law movementby
 
cofounding"Nolo Press"in Berkeley,California,and establishing the WAVEProject.
 
Nolo Press publishes self-help law practice books and computer software.The WAVE
 
Project established one ofthe first self-help law centers in that county.The center
 
allowed nonlawyersto specialize in the preparation ofdivorce forms at significantly
 
lower rates than those charged by attorneys.The concept behind the movementis thatthe
 
average person can use self-help ptiblications to draft legal documents thatlawyersthen
 
need only review.This helps the user save money onform preparation,consulting,and
 
other such attorney fees.However,noteveryone in the legal profession accepts this
 
concept.Somelawyers believe thatthis comes close to the unauthorized practice oflaw.
 
Up until the recession of1990,the legal profession wasconsidered to beimmune
 
to recessionary forces. Today,however,consolidations,mergers,and bankruptciesoflaw
 
firms are afact oflife. This has resulted in attorney layoffs which,in turn,has affected
 
paralegal employment.Nevertheless,when compared against other industries,the legal
 
profession is still one ofthe more stable areas ofemployment.Even so,lawyers must
 
now do more thanjust practice law.In order to stay competitive,they mustnow run their
 
law firmslike businesses.Manylawyers havefound that a good way to remain
 
competitive is to use paralegals.
 
These are some ofthe trends and developments that are shaping and defining the
 
paralegal profession. All will have some effect on the role and responsibilities ofthose
 




The American Bar Association(ABA)defines paralegals as:
 
persons who,although not membersofthe legal profession,are
 
qualified through education,training or work experience,are
 
employed or retained by a lawyer,law office,governmentalagency,or
 
other entity in a capacity orfunction which involves the performance,
 
underthe direction and supervision ofa attorney,ofspecifically
 
delegated substantive legal work,which work,for the most part,
 
requires a sufficient knowledge oflegal concepts,such that,absent
 
thatlegal assistant,the attorney would perform the task.
 
Basically,a paralegal is an individual who,because ofeducation,training,or
 
work experience,performs various legal tasks which were once done by attorneys. The
 
rationale for their existence is that many legal matters can be broken doWriin to small
 




Dividing the work between lawyers and paralegals, makes it possible to deliver bigb­
quality and affordable legal services to an increasing nurnber ofclients.
 
In order to adequately define whatis the role ofa paralegal,we need to address
 
several factors. Thesefactors include type and size ofemployer(law firm,
 
corporation,or government agency),the legal specialty area(litigation,corporate,
 
real estate,probate,etc,),the specific skills,education,and background the
 
paralegal brings to thejob.Therole ofevery paralegal is defined by these factors.
 
First,bow do the roles ofparalegals and lawyers differ? Essentially,paralegals
 
cannotgive legal advice,set legal fees,or represent clients in court. Only attorneys are
 
licensed to perform these tasks.Everything else is pretty much fair game.Basically,the
 
attorney knows whatto do,and the paralegal knows bow to do it. Inotberwords,the
 
lawyer is the strategist and the paralegal is the tecbnician whoimplementsthe strategy.
 
The most basic distinction between lawyers and paralegals is that attorneys have
 
the ultimate responsibility for all the work done on a case. So bow does an attorney
 
benefitfrom using paralegals?The value ofthe difference between alawyer and a
 
paralegal is economic.First,rather than devotetime to fairly routine legal tasks,the
 
lawyer can spend more time developing strategic decisionsthat require the application pf
 
his/her legal training and expertise. Second,paralegals perform these routine tasks ata
 
lower cost which translates in to lower legalfees. This makes clients happy and satisfied,
 




the lawyer will be able to handle a greater volume ofwork.Fourth,firms can hire fewer
 
highly paid associate attorneys to do these routine tasks. This can mean a considerable
 
savings in labor costs and overhead.The bottom line is using paralegals makes legal
 
services more affordable.Both clients and law firms gain from affordable legal services.
 
Whilelaw firms are the largest employers ofparalegals,they certainly aren't the
 
Only employer.Othersinclude corporations;banks;insurance companies;federal,state,
 
and localgovernmentagencies;nonprofit corporations;legal aid organizations;and
 
paralegal service companies.There are significant differences between working in these
 




Generally,afirm is either a partnership ora professional corporation. Whatthis
 
meansis thata limited number ofindividuals - the partners or shareholders - own the firm
 
and share in its profits. The goal ofmostlawyers is to become a partner. This is usually
 
achieved within seven years working as an associate partner. However,these days,there
 
is no guarantee that after an attorney has devoted seven years to afirm he/she will be
 
made a partner. Some associates are hired directly outoflaw school,while others are
 
hired from other law firrhs. Paralegals will generally Work more with the partners and
 
associates ofthe law firm.
 
The litigation support staffofalaw firm usually includes paralegals(AKA lega;l
 




personnel managers,legal administrators,and marketing administrators;and Clerical
 
staff,such as secretaries,word processors,messengers,receptionists,and file clerks.
 
Paralegals will usually interact with all or some ofthese other support staffers on a daily
 
basis.However,depending on the size ofalaw firm,some ofthe positions may not exist.
 
The size ofalaw firm is relative and dependson the number ofattorneys it
 
employs and its geographic location.For instance,a medium size law firm in Los
 
Angeles may employ 200lawyers,while alaw firm with the same number oflawyers in a
 
smaller city mightbe considered large. Generally,a large law firm will usually employ
 
about 100 or more lawyers.Medium size firms range from about50to 99lawyers,and
 
small firriis have about 1 to,49lawyers.
 
Largelaw firms are usually organized by specialty groups,such as litigation,
 
bankruptcy,real estate,probate,securities,and so on.Each group will have a supervising
 
partner with a number ofassociates working under him/her.In addition,each group will
 
also be assigned at least one paralegal.A direct consequence ofthis type oforganizational
 
structure is that paralegals,as well as the attomeys,become specialists in thatlegal area.
 
In small firms,paralegals will often work in several specialty areas.
 
There are several advantages in working for a largelaw firm.One is that a large
 
law firm has more resources to tap into,such as an extensive law library,photocopy and
 
Wordprocessing centers,and in-house messengers.Paralegals who workin large law
 




large law firm enables paralegals to perform more sophisticated tasks and notspend
 
valuable time doing the routine functions.
 
A large law firm may offer a structured paralegal system that may include a
 
paralegal manager,an in-house paralegal training program,paralegal staffmeetings,in-

house seminars,or in-house advancement opportunities.Paralegal managers usually act
 
as liaisons between managementand paralegals regarding work assignments and salaries
 
which can be very helpful to beginning paralegals.In-house tmining usually includes use
 
ofthe law library and/or computerized legal research systems such as Lexis and Westlaw.
 
Thistype oftraining can be very useful to the beginning paralegal with little work
 
experience.Paralegal staffmeetings and seminars on various legal topics offer paralegals
 
the opportunity to network and get acquainted with their fellow paralegals.Lawfirms that
 
wantto retain experienced pafalegals,usually offer a paralegal seniorjohfrack which
 
often includes higher salary ranges,moire vacatidn time,apd paid parking. Working in a
 
large law firm usually means greater specialization in terms ofpiaralegal assignments.
 
Paralegals who specialize generally earn higher wagesthan paralegals who do not.
 
The downside to working in a large law firm is that it's difficult to cutthrough the
 
firms policies and procedures.So in effect,it may be easier to negotiate a salary in a
 
smalllaw firm than in alarge one where salary is tied to a stringent policy.
 
The main advantage to working in a smalllaw firm is the flexibility in
 




smalllaw firm is the limited amountofresources.Smallfirms don't havelaw libraries,
 
copy or word processing centers, and ih-house services.In addition,paralegals may have
 
to perform administrative duties,such as secretarial tasks due to budgetary eonstraints.
 
Smallfirms facilitate cross-training ofparalegals more than large firms. Further,salaries
 
in smalllaw firms may or may not be comparable to those in large law firms.Much
 
depends on the attitude ofthe law firm toward the utilization ofparalegals.Ifthe firm is
 
sophisticated in its use ofparalegals,the salary will reflect this. However,ifa firm wants
 




Medium-sized law firms offer the resources oflarge firms and the flexibility of
 
small firms.However,job turnover for paralegals islow in medium-sized law firms,so
 
jobs in these firms are generally harder to find.
 
The primary difference in working for alaw firm versus Working for a corporation
 
or agovernment agency is thatlaw firms require paralegals to worka certain number of
 
billable hours.The conceptofbillable hours exists only in law firms,which makes the
 
working atmosphere more intense.Onthe other hand,the law firm environmentis more
 
stimulating because paralegals work on a variety ofcases With a variety qfclients.In a
 
corporation,paralegals work for only one client-the corporation.
 
While corporations are the second-lmgestemployersofparalegals,only 15
 




banks,insurance companies,brokerage firms,and manufacturing cdmpanies.In a
 
corporation,the legal department usually reports to the chiefexecutive officer(GEO),and
 
is headed by the generalcounsel.An in-house legaldepaftment can have one to over one
 
hundred attorneys on staffat any given time.Under the general counselthere is usually
 
various levels ofattorneys which ordinarily includes associate generalcounsel,assistant
 
general counsel,senior counsel,and coimseL Depending on its size and needs,a legal
 
department may or mayhot use paralegals.
 
Since mostofthe legal departments are too small to handle all the legal work of
 
their corporations,many ofthem retain one or more outside law firms to handle partof
 
the work.The amount ofwork contracted outto law firrhs depends on the expertise of
 
the corporation's in-house legal staffand budgetary constraints.
 
For a paralegal working in a corporation there are significant differences from
 
working in alaw firm. Severalhave been mentioned already,no billable hours and only
 
one client to worry about-the corporation. Another significant difference is in the
 
responsibilities ofthe paralegals. Corporate paralegals may perform more administrative
 
and business tasksinstead ofresearch tasks.Forexample,paralegals may have to
 
administer employee stock option plans or other employee benefit plans as part oftheir
 
job duties.However,this also provides an opportunity to learn about other areas of
 
business. Corporate Paralegals can expand their expertise in finance,accounting.Or
 




areas ofthe business. Corporate salaries and benefits are usually better than law firms.
 
And,tuition reimbursementtoward an advanced degree is usually included as partofthe
 
benefits package.Law firms usually provide reimbursementonly for seminars and
 
continuing education courses that are directly related to alegalspecialty. While
 
corporations offer higher salaries,less stressfulenvnonmeht,and no billable hours,
 




An alternative to working inalaw bffice or corporation is to work forthe
 
government.Federal agencies like the U.S.DepartmentofJustice,InterstateCommerce
 
Commission,Securities and Exchange Commission,and the Federal Trade Commission
 
have been employing paralegals since the 1960s.In 1975,the federal government
 
developed twojob classifications for paralegals.The first is the paralegal specialist
 
which is considered to be a professional-leveljob that guarantees career mobility and
 
tenure. Thisjob position is considered the same as a private practice paralegal who
 
specializes in a particular area oflaw.The second classification is the legal
 




Thejob tasks performed by government paralegals are very similar to those
 
performed by their private practice counterparts.For instance,government paralegals also
 




public sector paralegals do havejob tasks that are indigenous to governmentlaw practice
 




There are otherjobs in the federal governmentthat involve paralegal-type work,
 
but are not classified as a paralegaljob position.They inelude Research Analysts atthe
 
FederalTrade Commission,EqualEmploymentSpecialists atthe Equal
 




In 1985 a study wasconducted by Nancy L.Helmich and Roger A.Larson^ on the
 
employmentofparalegals in the offices ofattorney generals around the nation. This study
 
revealed that paralegals worked in many different areas ofgovernment.It shotved that
 




resources,public safety,taxation,transportation,and welfare.Further,an inquiry
 
into the reasons why paralegals ehose public sectorjobs over private sector revealed that
 
interestin public affairs and issues related to govemrnent service wascommon.
 
While a paralegal position in a governmentagency is desirable,only aboutfive
 
percent ofall paralegals work in this capacity.One reason for this low percentile is
 
2 Helmich, Nancy L., and,Roger A. Larson, "Legal Assistants in Public Law: Their Role in .
 






because ofbureaucratic red tape. Any governmentjob involves extensive civil service
 
procedures that have to be follbwed. This usually results in long delays in hiring.
 
Another reason asserted is the lack ofconcern for costeffectiveness. Since the
 
government doesn't bill clients for service,the argumentfor cost effectiveness that's used
 
for private sector paralegals doesn't apply.However,this assertion may be shortsighted.
 
The slow economic recovery has prompted taxpayers to make cost-effectiveness a high
 
priority issue with tax dollars. Today,the taxpayer is now demanding that government
 
officials spend their tax dollars wisely and to cut down on government waste.Therefore,
 
ifthe government is going to continue to provide low-costlegal services to the poor,the
 




Recently,paralegals havefoundjobs in nonprofit agencies,legal clinics,group
 
legal services,consumer groups,and paralegal service companies.The demand for
 
affordable legal services and the increased recognition ofparalegals by employers ofthe
 
legal community has prompted this recentphenomenon.Paralegalservice companies
 
are usually owned and operated exclusively by paralegals orformer paralegals.They
 
provide legal supportforlaw firms in many areas ofspecialized litigation. They also
 
provide employmentopportunities for recent paralegal graduates,and internship
 
possibilities for students currently enrolled in paralegal programs.
 




Opportunity(ECHO),located in Hayward,Galifomia.ECHO wasincorporated in 1964to
 
combathousing discrirnination by providing services in the areas oftenantrights and
 
responsibilities,conciliation,and mediation;rent subsidy program counseling;and
 
information,referral,educational,and outreach services.It employs nonlawyersto
 
provide coimseling services in the areas ofrent,security deposits,eviction and mediatioii
 
services regarding rentaldisputes.For many paralegals,this type ofnontraditional work
 
environment has appeal.However,the salary levelfor paralegalpositions in these
 
drganizations is generally lower than any ofthe other types ofemployers.Moreover,less
 
than five percentofparalegals find positions in such organizations.
 
The tasks paralegals perform depend largely upon the legal practice areas they
 
work in. The four areas oflaw thatemploys90 percentofall paralegals are litigation,
 
corporation,real estate,and probate.Oftentimes paralegals will work in more than one
 
area simultaneously,particularly ifthey work for a smalllaw firm.
 
The mostcommonfunction oflaw in our legal system is dispute resolution. Over
 
50percentofall paralegals workin litigation. Litigation refers to a controversy in which
 
all parties agree to have their legal rights determined and enforced in court. Technically,
 
the term refers to civil actions and notcriminal actions.
 
Cases broughtto court are either civil or criminal.Each represents a major kind
 
oflaw.Civil law is designed to protect Citizens as private individuals in their
 




 torts. A contract is a written or unwritten agreement(a promise or setofpromises)
 
betweentwo or more persons.Atort isa vriong or injury to aperson or damage to
 
property. Mosttorts involve wrongdoing to individuals tinder civil law.
 
Nearly all ofthe duties performed by litigation paralegals relate to lawsuits.
 
There arefour stages to alawsuit,the commencementofan action(complaint and
 
answer),discovery,trial,and appeal.The commeneementofan action begins when
 
one par^files a complaint agaihst another.The complaintis the first statement
 
(pleading)prepared by whoever is initiating the lawsuit (plaintiff),and it deals with the
 
nature and basis ofthe lawsuit(grounds).The purpose ofthe complaint is to notify the
 
adversary(defendant)ofthe groundsfor the lawsuit. The defendantthen prepares an
 
answer in response;Which contains denials ofthe allegationsmade by the plaintiff.A law
 
firm would represent either the plaintiffor the defendant.
 
The second stage ofalawsuit is called discovery.During disGOvery,both parties
 
ofthe lawsuit literally discover facts and information aboutthe other in order to prepare
 
for trial. The mostcommon tools used dtirihg discovery are:
 
>■ - afenn for written questions. 
► - statementsmade under Oath ina question-a.nd-answer format. 
o/docwweM/s - a request by one that the other party 
produce docurnents for it and make them available for inspection and 
photocopying. 
21 
 > Requestsforadmissions- written statements that either affirm or deny facts or
 
allegations at issue in the case.
 
These tools serve two purposes,first,to uncover facts,and second,to resolve some issues
 
before going to trial.
 
The next stage is the trwl.Attrial the issues and facts ofacase are examined in a
 
courtthat hasthe properjiirisdiction over thela\vsuit. Trial prdcedtneis includejury
 
selection,the attorneys'opening statements,both parties presentation ofevidence,both
 




The last stage ofa lawsuit is the appealto a higher court. Botli parties have the
 
rightto file an appeal within the specified time period provided bylaw ifthey do not
 
agree with the verdict. The purpose ofthe appeal is to obtain areview ofalower court's
 
decision and a reversal ofthejudgmentor a new trial. The appellate court bases its
 
decision primarily on the attorneys' written pleadings and noton their oral arguments.
 
The majority oftime required by a lawsuit is mostly spentin the discovery stage.
 
doing work on appeals. Trial work includes document organization and control,and
 
talking with codefendants and plaintiffs counsel. Essentially,the paralegal's main duty is
 
to make sure that the attorneys get whatthey need when they need it,and that everything
 




Approximately 15 perceiit ofall paralegals work in corporate law.Corporatelaw
 
revolves around business-related transactions,so paralegals rarely perform courtrelated
 
tasks. Their work mostoften relates to general corporate work such as incorporations,
 




Incorporation is the legal process through which an association ofowners creates
 
a Corporation.The process is governed by state statutes.The legal documentthat
 
establishes a corporation is called the articles ofincorporation.A corporation is
 
considered an artificial personimderthe law and exists as alegal entity separate from the
 
people whoown it. Thosepeople(shareholders)elect directors to manage the affairs of
 
the orgainization.The directors,in turn,appoint officers to run the day-to-day business
 
operations.Paralegals who work on an incorporation are responsible for determining the
 
availability ofthe corporate name and reserving it with the secretary ofstate; drafting and
 
filing articles ofincorporation; drafting the bylaws,minutes ofthe first meeting ofthe
 
board ofdirectors and shareholdersjand answers for various federal and state forms;
 
preparing the minutes book,share certificates,stock transfer records;and when
 




Ongoing corporate matters are tasks related to the maintenance ofa corporation.
 




the work.For a paralegal working in alaw firm,the tasks will generally include drafting
 
legal documents,such as employmentagreements and stock options;amending articles
 
ofincorporation and bylaws;preparing notices,agendas,resolutions,and minutesfor
 
corporate activities that usually require the approval ofdirectors and/or shareholders;
 
filing the qualifications for corporations to do business in other states;and maintaining
 
Uniform Commercial Code(UCC)filings.(NOTE:TheUCCis a set oflaws that
 
govern commercialtransactions between states.)Paralegals who work for corporations
 
often have responsibilities thatrevolve around the activities ofthe corporate secretary and
 
board ofdirectors. These responsibilities may include reporting the purchase and sale of
 
stock by officers and directors; preparing for board ofdirectors meetings;calculating
 
dividend record and payable dates;administering executive stock option programs and
 
dividend reinvestment plans; drafting proxy statements and 10-k forms;managing
 
shareholder relations programs and proxy solicitations supervising the stock transfer
 
agent;and coordinating the annual meeting ofshareholders. Thus,the responsibilities and
 




There are several reasonsfor dissolving corporations.The first occurs when the
 
tax laws are changed in favor ofotherforms ofownership,such as partnerships. Another
 
occurs when a corporation becomes insolvent and can lio longer carry on a profitable
 




obtaining documents in connection with,the certificate ofelection to wind up and
 
dissolve;statements ofintentto dissolve; articles ofdissolution;required state formsto
 
effectthe dissolution;tax clearances;notices to creditors; distribution ofcorporate assets;
 
and cancellation ofshare certificates. Again,the duties and responsibilities for paralegals
 
will vary according to need.
 
A partnership is another way to structure acompany.It is a mutual agreement,
 
either written or verbal,between two or more persons to carry on a business for profit.
 
There are several types ofpartnershipsone ofwhich is the limited partnership.A limited
 
partnership is usually formed,for real estate purchases,and for oil or gas drilling ventures.
 
It consists ofone or more general partners(who manage the partnership),and bne or
 
morelimited partners(who only contribute capital). Limited partnersdon't participate in
 
the operation or managementofthe partnership and are only liable for the amountoftheir
 
investment.In partnership transactions,paralegaljob tasks will ordinarily include
 
drafting general or limited partnership agreements and amendments;preparing,filing,and
 
recording statements ofpartnership and certificates oflimited partnership; publishing
 
fictitious business name statements;and drafting minutes ofpartnership meetings and
 
agreementsfor dissolution ofpartnership. Again,job tasks and responsibilities will vary.
 
Although it is considered a subspecialty ofcorporate and securitieslaw,the field
 
ofmergers and acquisitions(also known as &A)has grown tremendotisly. This
 
growth can be attributed to a waVe ofcorporate takeovers thattook place duringthe mid­
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1980s. Attorneys and paralegals working in the field were able to develop specialized
 
knowledge in M&A.Job tasks and responsibilities for paralegals who work in this field
 
commonly include drafting letters ofintent; preparing drafts ofmerger,purchase and sale
 
agreements;drafting employmentcontracts and closing documents;obtaining UCCfiling
 
clearances and good standing certificates; and participating in due diligence
 
investigations. Note:a due diligence investigation is necessary when a company
 
becomes public.It consists ofreviewing company records to makesure they are in
 
proper order and thatthe company is in good standing.Although M&A work is
 
highly specialized,paralegals with strong financial backgroundsin finance and
 
accounting usually do well in this field ofwork.
 
Securities law involves the sale and purchase ofsecurities(e.g.,stocks, bonds,
 
debentures,and options),for the puipose ofraising capital. The majority ofjob tasks for
 
paralegals in this field ofwork relate to initial stock offerings;bond or limited partnership
 
offerings; private placement offerings;reporting requirements ofsecurities trading;and
 
the registration ofsecurities with the state. As mentioned before,the responsibilities ofa
 
paralegal vary according to his/her employer needs.A paralegal working in alaw firm
 
could be assigned to work exclusively on initial stock offerings. While a paralegal in a
 








 governs the ownership £ind transferability ofreal property.Realproperty refers to an
 
interest in land or buildings.In comparison,Personal jproperty refers to any transportable
 




Representation ofthe buyer or seller in commercial,residential,or industrial real
 
estate purchases or sales;
 
Representation ofthe lender or borrower in real estate financings;
 
>• Representation ofthe landlord or tenantin leasehold matters;
 
> Real estate litigation;and
 
Realestate aspects ofcorporate transactions
 
There are four phases in realestate transactions that involve the purchase,sale,or
 
financing ofproperty,were paralegals are mostoften utilized. They are determining
 
title, preparing for the closing,attending the closing,and the postclosing follow-up.
 
During the first phase ofdetermining title;the primary concern is to determine the status
 
oftitle to the property.Having title means having the rightto possess the property. Title
 
to property can be affected by certain rights,or encumbrances,upon the property by other
 
individuals.An example ofthis type ofright iscalled a lien.A lien is a claim upon the
 
property as security for a debtowed to the holder ofthe lien. Acommontype oflien is a
 
mechanic's lien for the paymentofmoney owed for labor,services,or material furnished
 




In the second phase ofatransaction,the paralegal's role is to preparefor
 
closing.In order for this to happen,a paralegal mustattend to drafting various closing
 
documents such as deeds,mortgages,bills ofsale,promissory notes,and assignments of
 
lease. The paralegal mustalso estimate the closing costs and work with the title company
 
in clearing any objections to the title report.
 
During the closing phase,the paralegal will need to manage all documents,obtain
 
signatures,and again work with the title company. In the final phaseofpostclosing
 
follow-up,the paralegal will prepare a binder containing all closing documents and
 
follow-up work with the title company,
 
Many ofthe tasks performed by paralegals in real estate practice depend on
 
whether the firm represents the purchaser,seller,lender,or borrower.Other
 
considerations are the type ofproperty(i.e., single-family dwellings,cbndoniiniums,and
 




In a corporate legal department,real estate paralegals may either assist in
 
employee relocations,or aid in the sale and/Or purchase ofa home by coordinating the
 
activities ofreal estate brokers,title companies,and real estate lawyers. Additionaljob
 
tasks may include maintaining property ownership records,analysis oftax assessments,
 






Paralegals who specialize in real estatelaw often performjob tasks similar to
 
those who work in corporate law or litigation. For instance,when preparing a closing for
 
a corporate client,a real estate paralegal might draft shareholder or director resolutions,
 
these same tasks are performed by corporate paralegals.. The litigation related duties in
 
real estate law involve mortgage foreclosures,unlawful detainer actions(landlord/tenant
 
disputes),and actions that determine who owns title to property.
 
Real estate law is a good area for long-term paralegal careers,however,job
 
opportunities are dependant upon theeconomy and the real estate industry.Currently
 
employmentopportunities are limited due to a weak economy.
 
Less than 10 percentofall paralegals work in the specialty field ofprobate.This
 
also includes the subspecialty field ofestate planning.Estate plarming refers to the
 
managementand distribution ofproperty,including wills,triists, gifts,taxes,and
 
investments.Probate is the legal process through which acourt decides on the validity of
 
a will,reviews its provisions,and orders the final disposifion ofthe assets ofthe estate.
 
Estate planning deals mainly with the disposition ofreal and personal property.A will is
 
a documentthat declares a persons desires about how his or her property should be
 
disposed ofafter death.The purpose ofa will is to preventthe state from distributing the
 
estate according to state laws.However,other legal devices can also be used to dispose of
 
property or assets. One such device is a trust.A trust Consists ofproperty held by one
 




presentofreal or personal property given outrightfrom one person to another. These
 
devices are often used because they are not subjectto the costly andtime consuming
 
probate procedures ofthe state.
 
Types ofmatters which are handled by probate courts include estate proceedings
 
which consists oftestate proceedings(when aperson dies and leaves a willj^ and mtei'tote
 
proceedings(when a person dies and leaves no will);eonservatorships(were acourt
 
appoints an individual to care for the property and/or person ofsomeone determined to be
 
imable to manage his or her ovm property);and guardianships(were the court appoints
 
an individual to care for the person and/or property ofa minor).
 
A typical probate matter consists ofholding the initial conference with the client
 
or closestfamily member,commencing probate proceedings,taking inventory ofthe
 
assets ofthe decedent's debts and expenses,making an accounting to the court,filing tax
 
returns,and ultimately distributing assets and closing the estate. Because the majority of
 
tasks involve the preparation oftax returns,accovintings,and asset valuations,probate
 
paralegals need to be fairly good with numbers.
 
Issues concerning the environment,businessfailures,global competition,job
 
discrimination,and pension fraud have increased the need for legal advice in the areas of
 
environmental,bankruptcy,immigration,labor and eihployinent,intellectual property,
 
pension law,and cdmputerized litigation sppport. Growth in these areas are prdt^ielihg
 
greater career opportunities for todays paralegals.Environmentallaw isone ofthe fastest­
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growing specialty areas tpday.Since the Natiphal Environmental Policy Actof1970
 
becamelaw,dozens ofregulations and statutes have been created. Cases can involve
 
anjrthing from compliance issues,like obtaining permits under the Clean Water Act,to
 
hazardous waste litigation,and tort litigation,such asthe asbestoscases that have been in
 
the courts for many years now.
 
When preparing for proceedings before the U.S.Environmental Protection
 
Agency(EPA),environmental paralegals often perform tasks similar to those working in
 
litigation,such as dpciiment organization,identifying issues,organizing the witness file,
 
drafting discovery documents,legal research and writing,scientific and technical
 
investigations,and Exhibit and trial book preparation. However,there are other
 
responsihilities that are unique to environmental law,one ofwhich is monitoririg the rule
 
making activities ofthe EPA.Environmental paralegals monitor the Federal Register for
 
notices,proposals,and final rules that might affecta client's interest. The paralegal niay
 
be asked to prepare a briefwith comments and suggestionsfor alternative proposed
 
language for submittal into the administrative record.
 
Further,environmental paralegals may attend and participate in administrative
 
hearings and meetings.Someoftheir responsibilities may include studying the
 
administrative record,drafting testimony for a company's representatives to present at
 
hearing,and monitoring the proceedings ofthe hearing.
 





Superfund law,generators ofhazardous wastes are liable for completing a cleanup even if
 
the site has been abandoned.In a Superfund case,a paralegars responsibility often begins
 
when acompany is notified ofits potential liability. Some specific tasks include:
 
Investigating why a client has been named a potentially responsible party(PRP);
 
Filing a requestfor the information the EPA used to identify the client's 
connection to the site; 
► Assisting in drafting responses to the EPA's request, which involves examining 
the manifests, logs, reports, and interviewingpersonnel; 
Attending Steering Committeemeetings with OtherPRPsin order to better 
facilitate negotiations and settlements with the EPA; 
>■ Implementing a computerized document management and retrieval database in 
order to organize and nionitor documents received from the EPA^ the client, and 
other PRPs; 
>■ Researching and monitoring changes in state and federal legislation and 
administrative regulations; and 
► Preparing a "waste-in" summary, i.e., a detailed analysis Of who sent what waste 
and in what amounts to the site. 
Environmental paralegals need tO be highly organized in order to manage large 
quantities of documents, and flexible so that they can handle additional responsibility at a 
moment's notice. Qualities necessary to succeed in this specialty area of law include 
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labor matters,eind litigation. The specific duties ofalabor paralegal again depend upon
 
whether her or she works in alaw firm or a corporation and who the client is(i.e.,a
 
union,an employee,or management).A paralegal who worksfor a laborlaw practice
 
would be responsible for:
 




Attending bargaining sessions and taking notes;
 
Preparing for NLRB hearings;
 




 Preparing for trial whenformal complaints are issued by the NLRB;
 
►	 Preparing for arbitrationproceedings; 
Reviewing and analyzing documents that relate to complaints ofnoncompliance 
to minimum wage or overtime provisions of federal or state laws. 
Preparing for EEOC investigations* 
Reviewing and analyzing employers' affirmative actionplans; and 
Preparing documents inEEOC litigation matters. 
Obviously, good personable skills are needed in this specialty field. Paralegals 
often must deal with sensitive issues, such as representing management in an employee 
discrimination case. Nonetheless, it is a good foundation for careers inhuman resources 
and labor relations. 
In summary, it is apparent that the role of the paralegal is very flexible and 
diverse. There are several distinct advantages and disadvantages to seeking a paralegal 
career. However, one more factor must be,consideredin order to have a clear picture of 
this emerging career role. This of course is the educational and skill requirements needed 






Because standardized educational requirements have not been accepted by the
 
profession industrywide,and because employers lise their own criteria when hiring
 
paralegals,entry into the field is open to people with a wide range ofeducational
 
backgrounds and experience. Although it is possible to land a position that provides on-

the-job training or to become a paralegal via promotion,currenttrends indicate that
 
people with someformal education or training (i.e., bachelor's degree,paralegal
 
certificate,or associate degree in paralegal studies),tend to be hired.
 
Today,over 30,000 students are enrolled in the more than600institutions
 
nationwide that provide formal paralegal training. These institutions include two-year
 
colleges,four-year universities and colleges,technical schools,and proprietary schools.
 




Certificate programs are the most prevalenttype ofparalegal training,and are
 
offered by two- and four- year eolleges,technical schools,and proprietary schools.For
 
the most part,these programs provide only legal training although some do include
 
general education courses.They can take anywherefrom three months(full-time
 
enrollment)to overtwo years to complete. Certificates are generally recommended for
 




credit,or have some work experience.The major drawback ofthe shorter certificate
 
programs is thatthey provide only a cursory pass ofthe material.The shorttimeframe
 
makes it impossible to coyerlegal subjectsin detail.
 
Somecommimityandjimior colteges and fotjr-year universities offer two-year
 
associate degrees in paralegal studies. Admission requirementsfor these programs
 
include a high sehool diploma,and sometimes college-level aptitude test scores,writing
 
examples,letters ofrecommeridation,and personal interviews.The eurrieulum usually is
 
a eombination ofgeneral education requirements,eore legal courses(usually in researeh,
 
writing,law office management,and an introduction to the field), business law,civil
 
procedure,and legal specialty courses.
 
A smaller number ofuniversities and colleges offer majors or minors in paralegal
 
studies in their four-year degree programs.Tlie curriculum requirements ofthese
 
programs usually inelude general education and business courses and legal specialty
 
courses.The programscombine both a generalist's and specialist's approach to the
 
paralegal field. Many also offer internships in the senior year,which provide students
 
with the opportunity to integrate classroom learning and on-the-job experience.
 
A bachelor's degree program is recommended for high school graduates who are
 
planning to obtain a degree fromafour-year college.The major benefitofa baehelor's
 
degree program is that it provides the student with a liberal arts background and skills
 








There are several kinds offdrmal paralegal training programs available today.
 
Paralegaleducation is big business,and new schools are opening their doors every day,
 
However,there are several factors that should be considered in chosing a quality
 






For many employers an ABA-approved program signifies quality.Outofthe
 
six hundred formal programsthat operate today,only about25 percent are ABA
 
approved.Earning approval meansa program meets strict guidelines adopted by the
 
ABA's Standing Committee on Legal Assistants regarding the number of
 
semester/quarter hours and types ofcourses required for certification or a degree.The
 
approval process also includes a review ofa school's faculty,admission requirements,
 
administrative staff,andjob placement service.
 
Admission requirementsv^widely fflid depend on the type ofcertification
 
that's offered A certificate program generally requires either(1)a bachelor's degreeor{2)
 
work experience and/or one to two years ofcollege.Programsthat offer either atwo- or a
 
four-year degree normally require a high school diploma.In addition,some schools,also
 




demonstrated witing ability. ■ 
Depending onthe type,the length oftime required to complete a paralegal
 
training oreducation program variesfrom three months to four years. Many programs
 
Mostprograms use a combination oftwo basic eurrieulum models.First,there is
 
the general or broad-based legal training. General legal courses usually include an
 
introduction to the paralegal profession,civil procedure,criminallaw,legal research and
 
writing,law office management,and sometimesa computer literacy class.The second
 
curricula consists ofthe legal specialty courses,which generally include real estate,
 
probate,corporate/business,tax,criminal,family law,estate plamiing,and litigation.
 
Mostofthe programs offer courses in theory as well as practical skills.
 
Faculty composition is another important consideration.The qualifications ofthe
 
people teaching the course work arejust asimportant as the material that is covered.
 
Instructors are usually attorneys,working paralegals,business executives,and specialists
 
with expertise in a particular field,such as computers. Generally,the selection of
 
instructors depends on factors such as teaching ability, work experience,expertise,and
 
experience with paralegals in the workplace.
 






All programs do not offer computer training courses.However,because ofthe
 
increased demand for computer-literate paralegals,it is a good ideato Consider a program
 
that does offer computer training.For the mostpart,paralegals have little to with
 
mainframes and minicomputers.Mostoftheir computer work is done on persohal
 
computers(PCs).Mostfirms useIBMsand IBM-compatibles rather than the Apple
 
Macintosh PCs,although some firms use Macsto produce high-quality graphics.Up until
 
afew years ago,the standard operating system forIBM and IBM-compatiblePCs was
 
DOS.Now,however,many firms are upgrading to Microsoft's Windows,which is the
 
first graphic'-user interface operating system forIBM and IBM-compatibles.
 
Basically,there are two categories ofPC software thatlaw firms generally use.
 
The firsttype involves the generic,off-ftie-shelfpackages for word processing,
 
spreadsheets,databases,grapMcs,and desktop publishing packages.These include such
 
products as WordPerfector Word for Windowsfor word processing;Lotus 1-2-3,Quatfro
 
Pro,Excel,or Framework for spreadsheets;dBa,se for databases;Harvard Graphics for
 
graphics;and PageMaker and Venture for desktop publishing.The second category is the
 
application-specific software,which is used for tasks such as timekeeping and billing.
 
Calendaring,litigation support,and document management.Paralegal programsthat
 
include any ofthe computer application courses already mentioned are considered to be
 




Another factor that shduld be considered is Enrollment,Glass size generally
 
should not exceed thirty-five students.The smaller claiss size enables the instructor to
 
provide more individual attention.In addition,a smaller class size also allows for better
 
student participation and interaction.
 
Last,when looking for a quality program,high cost doesn't always mean high
 
quality. Costs for paralegal programs vary widely. Whether you attend a public or private
 
school,costs can range ianywhere from several hundred dollars in a community college to
 
over $6,000 in a university. Great care should be taken when evaluating the quality and
 
costofa paralegal education program.
 
It^sbeen suggested that,the main attributes a paralegal must possess is(1)
 
the ability to locate resotirces,and(2)comhion sense.Inorder to be successful,a
 
paralegal mustbe able to locate resources and access information effectively;They need
 
to know where to go for information.The source could be alaw library,acomputer
 
database file,a state regulatory agency,or any ofthe hundreds ofother sources ofdata
 
that exist.Paralegals are expected to know how and where to find information.Common
 
sense,on the other hand,carmot be taught.Youeither have it or you don't. Mostlegal
 
assignments require 10 percent ability and knowledge,and 90 percentcommon sense.
 
Nonetheless,there are three typesofskills thataiparalegal utilizes dining their
 
everyday work tasks.These skills are organizational skills,communication skills,and
 






manage,retrieve,and organize dociunents;and to administrate,,coordinate,and schedule.
 
Next,communication skills include the ability to getideas across verbally and in
 
writing.An example ofthese skills would be legal writing,interpersonal relations,
 
negotiating,investigating,interviewing,and supervising.Last,analytical skills which
 
includes the ability to conductlegal,factual,statistical,and legislative research;to
 
reason;to extract and utilize information;to interpret and apply laws and regulations;and
 
to analyze and summarize facts and documents.Mosttasks performed by paralegals use
 
allthese skill groups in some combination.Successful completion ofa designated
 
assignment dependson using each ofthese skill areas in the following manner:
 
^ Organizational - locating and retrieving specific documents;
 
►	 Analytical - extracting and interpreting information in the defendants' responses in 
relation to what was requested; 
> Oommunication - writing a detailed memorandum to the partner on the case. 
Of these skills,prioritizing assignments withoutpanicking and working with 
minimal supervision are elemental to on-the-job success. 
As inany professionv important skills must be learned on the job. Many law firms 
provide newly hiredparalegals with in-house training and orientationprograms. These 
programs introduce newcomers to the profession; to the basic legal concepts; specific 
tasks, such as summarizing depositions; computer systems; andmanagement techniques. 
Programs are hdmjnisterefiby aparalegafinahager^ an or a combination ofboth. 
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Training often employsthe use of"systems" bindersfor instructionin the procedures ofa
 












Information regarding preparation ofdocuments
 
Master information containing basic data on a particular case
 
In addition to the systems binder,training rnay also include assignments based on
 
bypotbetical problems that are critiqued by the paralegal manager upon completion.
 
Typically,new paralegals in thelarger firms are also trained in legalresearch and writing,
 
in the use ofLEXIS or WESTLAW,and the law library.
 
In sum,it is clear thatacombination offormal paralegal education,on-tbe-job
 
training,and good eommrmication skills,and maybea little common sense,will provide a
 








Since the recentrecession,admissions to paralegal programs have heen at record
 
highs,law firms are reducing staffs,and paralegaljohs are becoming more difficult to
 
ohtain.But,during times ofeconomic xmcertainty,competition forjobs increases in all
 
fields. Asaresult ofthe weak economy,we all need to reevaluate the definition ofwork
 




All indicators show great potential for this new profession.Asconsumers
 
continue to demand affordable legal services,paralegals will play an importantrole in
 
alleviating the burden ofhigh cost.
 
One thing is certain,paralegals representCHANGE!Unfortiiriately,change is
 
almostalwaysihetwith resistance,especially from those who benefitfrom the status quo.
 




Asa result ofa more complex legal environment,lawyers are now being forced to
 
examine their profession in new ways.Increased competition for clients,specialization,
 
greater use oftechnology and computers,the adventofadvertising and marketing,and
 
the emergence ofalternative dispute resolution methods,has changed the legal industry.
 




continue to do so.
 
even paralegals who work in the mosttraditional settings perform tasks that were once
 
considered "practicing law".Asthe paralegal profession matures,the lines between
 
attorney and paralegal will blur even more.The inevitable conflict between the old and
 


































Attorney Assistant Certificate Program
 






























































California State University,Dominguez Hills
 
Public Paralegal Certificate Program 
School ofSocial and BehavioralSciences 
Carson,CA 90747 
Phillips Junior College 
One Civic Center-Suite #110 
Carson,CA 90745 
Cerritos Chieo 
*Cerritos Community College California State University,Chieo 
DepartmentofPolitical Science 
11110East Alondra Paralegal Certificate Program 
Norwalk,CA 90650 Chieo,CA 95929-0455 
Chula Vista Citrus Heights 
Apollo College Career Community College 
310 Third Avenue-Suite#B22 Paralegal Program 
Chula Vista,CA 92010 7219 Escalante Way 
(619)585-3320 Citrus Heights,CA95610 
Compton Costa Mesa 
Compton College Orange Coast College 
1111 East Artesia 2701 Fairview Road 
Compton,CA 90221 Costa Mesa,CA 92626 
Ewing University 
ParalegalProgram 




















































































Paralegal Studies/Business Edueation Dept.
 


















































































































































Legal Assistant Certificate Program
 






















































































































































































































California State University,San Bernardino Metropolitan Technical Institute
 
Paralegal Studies Department And Business College
 
5500 University Parkway LegalTeclmician Program
 
San Bemardino,C#92407 1963mrth''E" Street-Suite A
 
(909):880-5000 San Bernardino^ GA 92405
 
San Bemardino Valley College
 
















Kelsey-Jenncy College Muir TechnicalPrograms
 
Paralegal Studies/Independent Dept. Paralegal Program
 
201 "A"Street f ^ 4304Twain Avenue
 
San Diego,CA 92101 San Diego,CA92120
 
National University SchoolofLaw Rutledge College
 
Paralegal StudiesProgram 5620Kearney MesaRoad
 






























































































California Polj^echnic State Univ.
 












































Institute for Paralegal Education
 






































































































*Rio Hondo Community College
 
Paralegal Program ­
































































American Association for ParalegalEdueation(AAFPE)
 
P.O.Box 40244 NOTE:serves paralegaleducators 
Overland Park,KS 66204 and Adrninistrators ofinstitutions 
(913)381-4458 that offer paralegal training programs 
AmericaiiBar Association(ABA)
 
Standing Committee on Legal Assistants NOTE:paralegals canjoin the ABA 750
 








175 East Hawthorne Parkway-Suite#325 NOTE:Associations purpose is to Vernon
 
Hills,IL 60061-1428 enhance the competence and
 
(708)816H212 prdfessiprialism ofthe legal
 


























635 Fifth Street West NOTE:provides information on 
Sonoma,CA95476 independent paralegals and on how 
800-332-4557 to start a self-help law form 
preparation business. 
National Association ofLaw Firm Marketing Administrators
 




National Association forLaw Placement
 




National Association ofLegal Assistants,Inc.(NALA)
 
1601 South Main Street-Suite #300 NOTE:membership is open to
 












104 WilmotRoad-Suite#201 P.O.Box 33108
 




National Legal Assistant Conference Center
 















P.O.Box406 NOTE:membership opento 




























^Paralegal Assoeiation **San Joaquin Association
 
ofSanta Clara County ofLegalAssistants
 














**Central Valley Paralegal Association
 
















































































































San Jose San Luis Obispo
 
*Paralegal Association **Centi'al CoastLegal Assistants 
ofSanta CIara County P.O.Box93 
129Parkwell Court San Luis Obispo,CA 93406 
San JOse,CA 95138-1633 
San Rafael
 








*Legal Assistants Association ofSanta Barbara
 










*ChanneI Cities Legal Assistant Association
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New Books Department Business&Professional Publishing
 
200 West Street P.O.BOX 11071
 
Waltham,MA 02154 Des Moines,lA 50381-1071
 
(617)890-2125	 800-288-4745^^^( ■ 
WESTPublishing Company **Wiley Law Publications
 
50 WestKellog Blvd. John Wiley&Sons,Inc.
 
P.O.Box64526 7222Commerce Center Drive-#240
 
St.Paul,MN 55164-1003 Colorado Springs,CO 80919-9810
 














4. NALA Manualfor Legal Assistants,Second Edition
 












7. TortLaw for Legal Assistants:A Practical Guide
 
by Linda L.Edwards and J. Stanley Edwards
 












11.Introduction to Civil Litigation,Second Edition
 
by The Philadelphia Institute-Mark Weinstein,editor
 
12.Introduction to RealEstate Law,Second Edition
 
hy The Philadelphia Institute-Deborah Flynn,editor
 
















17.Introduction to Estates and Trusts,Second Edition
 




















21.Case Analysisand Fundaittontals ofLegal Writing,Third Edition
 
by William p.Statsky and R.John Werhet,Jr.
 
22.LegalReseareh and Writing:Some Starting Points,Third Edrtioh
 
, by William P.Statsky
 
















27.Introduction to Bankruptcy Law
 
by Martin A.Frey,W McConnico,Phyllis Hurley Frey
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30.Introduction to CorporateLaw,Second Edition
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Products,Systems,and Services for law firms
 






















































American LegalSystems(ALS)NOTE; These are large
 












WordPerfect5.1 and 6.0= Personalcomputersoftware now generally
 
accepted as the standard word processing
 
program used by law firmsand legal
 
departments in corporations.This software
 




Word for Windows = Wordprocessing application
 




RBase=Relational database software package which is used in personal
 
computer environmentsfor building litigation databases.
 






















































































Each categoiy containssomegenera job assignments that paralegals perform in
 
that particular area oflaw.Each category containssome generaljob assignments
 




When preparing for the proeessing ofcases and the commencementofactions,paralegals
 




2. Organization ofclient file
 








courtrecords,corporate records,titles and deeds
 
^investigating medical reports,wage analysis,lossofincome,etc.
 
*visiting the scene;taking photographs,measurements
 
5. Detemiining legal issues
 
6. Forniulating a plan ofrese^^
 
7. Research the law,briefing cases
 










1.Drafting requestsfor admissions and responses
 
2.Drafting requestsfor production and responses
 








*taking notes on testimony
 










3. Drafting Trial Brief
 




6. Drafting pretrial motions
 






*drafting and filing motionsfor dismissal
 










3. Goordinating and organiziing trial settings
 




1. Summarizing trial testimony and drafting motions
 
2. Maintaining appellate timetables
 






1. Prepare composites ofwills
 
2. Petitions for probate
 
3. Proofs ofsubscribing witness to will
 








 7. Creditors'claims for family members
 














15.Petitions for appointments ofconservator
 
16.Letters to and interviews with beneficiaries
 
17.Opening,maintaining and reeonciling ofestate checking and savings accounts
 
18. Obtaining inheritance tax referees
 




21.Doeumentation for sales and transfers ofassets
 
22.Assistance to beneficiaries in filing oflife insuranee elaims
 
23.Obtaining employerID numbersfor estates
 
Estate Planning Duties Include
 
1. Drafting wills and trusts
 
2. Applieation to IRS for taxpayerIDnumberfor trusts
 
3. Maintaining savings aeeountreeords
 
4. Letters to elient explaining will and trust
 
5. Drafting agreements regarding ownership ofproperty
 
6. Changesin benefieiary designations and titles to property
 
7. Maintaining records ofwills
 




Organization ofa Corporation's DutiesInclude
 
1. Initial client interview
 
2. Opening the client file
 


























4. Drafting documents required for registration ofsecurities
 
5. Drafting notices ofsecurities exemptions
 
6. Drafting SubChapterS elections
 
7. Notice ofdirector's meeting;waivers;minutes
 
8. Drafting amendmentsto the bylaws
 
9. Drafting amendmentsand restatements ofarticles
 
10.Drafting changes in capital structure
 
























Drafting and Reviewing Documents Relative to RealEstate include duties such as
 
1. Brokers and agents contracts(listing agreements)
 


























9. Interim construction loans
 
10. Closing sales ofreal property
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